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GETTING  STARTED 

Before  you  begin  recruiting  volunteers,  you  should: 

■  promote  your  organization; 

■  conduct  a  needs  analysis; 

■  develop  job  descriptions. 

Promoting  Your  Organization 

People  want  to  know  what  kind  of  work  your 
organization  does  and  what  image  it  has  in  the 
community  before  they  consider  volunteering  their  time 
and/or  expertise.  Preferably,  a  positive  image  of  your 
organization  is  already  established  in  the  community 
as  the  result  of  its  ongoing  work  and  perhaps  some 
promotion  efforts.  Any  promotion,  whether  it's 
providing  health  education  to  the  public  or  publicizing 
your  organization's  services,  helps  to  attract 
volunteers.  To  promote  your  organization: 

■  Create  a  speakers  bureau  of  staff  and  volunteers 
to  speak  to  community  groups,  such  as  Lions 
clubs,  Business  &  Professional  Women,  garden 
clubs,  high  school  and  college  groups,  senior 
citizen  clubs,  etc. 

■  Prepare  and  submit  news  releases  to  newspapers, 
television  and  radio  stations,  and  public  service 
announcements  to  television  and  radio  stations. 

■  Set  up  posters  or  displays  at  health  (airs, 
shopping  centers,  schools,  etc. 
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Conducting  a  Needs  Analysis 

Take  an  in-depth  look  at  your  organization  and  those 
you  need  to  serve  to  determine  what  kinds  of  programs 
you  have  and  what  your  job  needs  are.  Then  decide 
what  kinds  of  people  you  need  for  volunteer  positions 
and  what  hours  you  need  them. 


Developing  Job  Descriptions 

Develop  descriptions  for  specific  volunteer  jobs  with 
specific  duties.  Don't  make  all  your  volunteer  positions 
"gopher"  jobs  (running  errands).  Some  volunteers  are 
happy  doing  this  kind  of  work,  while  others  want 
skilled  work  with  more  responsibility.  Defining  real 
jobs  is  very  important;  volunteers  don't  like  to  sit 
around  doing  nothing. 


RECRUITING  VOLUNTEERS 

Now  you  are  ready  to  begin  your  recruitment  effort 
The  most  effective  methods  of  recruiting  are: 

■  person-to-person  contact; 

■  newsletters; 

■  media. 


VOLUNTEERS  CAN  HELP! 


Volunteers  help  health  organizations  in  two  important  ways:  by 
performing  jobs;  and  by  providing  expert  advice. 

Volunteers  should  not  he  used  to  replace  regular  full-time 
employees.  But  they  can  perform  special  jobs— conducting  surveys, 
distributing  health  promotion  materials,  and  assisting  at  clinics. 
Volunteers  from  business  and  other  professions  can  provide 
expertise,  such  as  financial  advice  or  advertising  tips. 

Volunteers  can  bring  fresh  ideas  and  new  approaches  to  your 
organization! 


GETTING  STARTED 

Before  you  begin  recruiting  volunteers,  you  should: 

■  promote  your  organization; 

■  conduct  a  needs  analysis; 

■  develop  job  descriptions. 

Promoting  Your  Organization 

People  want  to  know  what  kind  of  work  your 
organization  does  and  what  image  it  has  in  the 
community  before  they  consider  volunteering  their  time 
and/or  expertise.  Preferably,  a  positive  image  of  your 
organization  is  already  established  in  the  community 
as  the  result  of  its  ongoing  work  and  perhaps  some 
promotion  efforts.  Any  promotion,  whether  it's 
providing  health  education  to  the  public  or  publicizing 
your  organization's  services,  helps  to  attract 
volunteers.  To  promote  your  organization: 

■  Create  a  speakers  bureau  of  staff  and  volunteers 
to  speak  to  community  groups,  such  as  Lions 
clubs.  Business  &  Professional  Women,  garden 
clubs,  high  school  and  college  groups,  senior 
citizen  clubs,  etc. 

■  Prepare  and  submit  news  releases  to  newspapers, 
television  and  radio  stations,  and  public  service 
announcements  to  television  and  radio  stations. 

■  Set  up  posters  or  displays  at  health  fairs, 
shopping  centers,  schools,  etc. 


Conducting  a  Needs  Analysis 

Take  an  in-depth  look  at  your  organization  and  those 
you  need  to  serve  to  determine  what  kinds  of  programs 
you  have  and  what  your  job  needs  are.  Then  decide 
what  kinds  of  people  you  need  for  volunteer  positions 
and  what  hours  you  need  them. 


Developing  Job  Descriptions 

Develop  descriptions  for  specific  volunteer  jobs  with 
specific  duties.  Don't  make  all  your  volunteer  positions 
'  'gopher' '  jobs  (running  errands) .  Some  volunteers  are 
happy  doing  this  kind  of  work,  while  others  want 
skilled  work  with  more  responsibility.  Defining  real 
jobs  is  very  important;  volunteers  don't  like  to  sit 
around  doing  nothing. 


RECRUITING  VOLUNTEERS 

Now  you  are  ready  to  begin  your  recruitment  effort. 
The  most  effective  methods  of  recruiting  are: 

■  person-to-person  contact; 

■  newsletters; 

■  media. 


Person-to-Person  Contact 

Talk  about  volunteering  wherever  people  gather  in 
the  community:  club  meetings,  sporting  events, 
churches,  neighborhood  coffee  klatches,  schooi 
meetings,  health  fairs.  The  most  successful  recruitment 
utilizes  the  "snowball"  effect,  which  occurs  when  one 
person  interested  in  volunteering  speaks  to  another,  and 
so  on. 

Newsletters 

Contact  the  editors  of  newsletters  for  all  the  clubs 
and  organizations  in  your  community,  including  house 
organs  of  local  businesses  and  industries.  Ask  them 
to  include  articles  about  your  organization  and  the 
opportunities  for  volunteers. 

Using  the  Media 

Advertise  your  organization's  opportunities  for 
volunteers  in  news  releases  and  public  service 
announcements.  For  best  results,  develop  personal 
contacts  with  editors,  station  managers  and  public 
affairs  directors,  and  seek  their  guidance  in  preparing 
professional  materials  for  media  use.  Other  ideas: 

■  The  media  are  always  looking  for  good  human 
interest  stories  with  emotional  appeal.  If  you 
have  a  service,  event,  special  staff  worker  or 
volunteer  who  fits  in  this  category,  try  to  get 
media  coverage. 

■  Take  out  an  ad  in  the  weekly  "shopper"  in  your 
area. 

■  Ask  a  supermarket  to  print  a  "volunteer 
message"  on  its  paperbags. 

■  Obtain  free  space  for  posters  on  buses  operated 
by  public  transportation  agencies  or  public 
service  space  donated  by  companies  that  manage 
roadside  billboards. 


EMPHASIZE  REWARDS 

To  sell  people  on  the  idea  of  volunteering  for  your 
organization,  emphasize  the  rewards  of  volunteering. 
For  individuals,  these  include: 

■  meeting  new  people; 

■  becoming  involved  in  the  community; 

■  being  identified  with  a  cause  they  believe  in; 

■  developing  skills  and  experience  useful  in  getting 
a  job. 

For  businesses  and  other  professions,  the  rewards 
for  having  a  representative  volunteer  with  your 
organization  include: 

■  contributions  to  the  community; 

■  more  exposure  in  the  community; 

■  enhancement  of  their  image; 

■  exchange  of  in-kind  services. 


INTERVIEWING  VOLUNTEERS 

Prospective  volunteers  should  be  interviewed,  just 
as  you  would  interview  a  prospective  employee.  You 
have  to  make  sure  that  the  person  is  right  for  the  job, 
and  that  the  person's  philosophy  is  consistent  with  that 
of  your  organization. 


SUPERVISING  VOLUNTEERS 

Volunteers  should  be  treated  like  other  staff.  Be  sure 
to: 

■  Give  them  their  own  work  areas. 

■  Ask  for  their  input  and  ideas. 

■  Provide  training. 

■  Evaluate  their  performance. 

■  Provide  feedback  on  performance. 

■  Be  accessible  to  them. 


HOW  TO  RETAIN 
VOLUNTEERS 

Keeping  volunteers  is  simply  a  matter  of  keeping 
them  happy.  Include  them  in  staff  meetings  and 
functions,  and  show  your  appreciation  of  their  help  by: 

■  saying  "thank  you"  often; 

■  noting  their  achievements  in  newsletters  and 
news  releases; 

■  providing  positive  feedback; 

■  inviting  them  to  a  coffee,  lunch  or  dinner  in  their 
honor; 

■  recognizing  their  achievements  or  lengths  of 
service  with  certificates,  letters,  pins  or  plaques. 

FINAL  TIPS 

■  If  your  organization  plans  to  use  many 
volunteers,  consider  hiring  a  full-time  volunteer 
coordinator. 

■  All  the  members  of  your  staff  should  consider 
themselves  volunteer  recruiters;  one  person  can't 
do  it  alone. 

■  Occasionally,  it  becomes  necessary  to  fire  a 
volunteer,  just  as  you  would  an  employee  who 
doesn't  work  out. 

■  When  a  volunteer  resigns,  always  hold  an  "exit" 
interview  to  get  the  person's  comments  on  the 
good  and  bad  aspects  of  his/her  volunteer  work. 
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